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5.0 INTRODUCTION  

 

The office of assessor is probably the office that is most connected with the entire system of state and 

local taxation.  In 2018, the property tax generated in excess of 7.8 billion dollars in revenue for local 

governmental entities.  The work of the assessor lies at the very foundation of the system.  Without 

effective administration, the burdens of taxation cannot be fairly distributed and the revenues needed 

to support government and its institutions cannot be generated. 

 

The assessorôs task of preparing an assessment roll which accurately reflects the true value in money 

of all taxable property within the county, in an efficient manner, is a tremendous challenge.  Under 

Missouri law, assessments are set at a percentage of true value in money.  Section 137.115 RSMo 

defines the percentages for each subclass of real and personal property.  For example, residential real 

property is assessed at 19% of true value in money and most personal property is assessed at 33 1/3% 

of true value in money.  Assessment accuracy refers to the degree to which each property in the 

county is assessed relative to the legally mandated percentage of true value.  Assessment efficiency 

refers to the cost of assessment operations.  The cost of assessment operations will vary with the type 

and nature of property within the county.  Farm and commercial properties, for example, are more 

difficult and costly to appraise accurately than residential properties.  Similarly, the appraisal of older 

custom built homes generally entails more time and expense than newer tract homes. 

 

5.1 COMPONENTS OF AN EFFECTIVE ASSESSMENT SYSTEM 

 

Knowing that an appraisal is an opinion of value and that an assessment is a statutory regulation of 

that value does not comprise the development of an assessment system.  There are certain key 

components common to an effective assessment system: 

Administration   Adequate budget, competent staff, effective internal controls, data 

processing and storage, and public relations. 

Records   Accurate sales data, property ownership and characteristics files. 

Assessment Maps  Maps which reflect ownership configuration and parcel identification. 

Data Collection  Required data, accurate physical and economic data. 



STATE TAX COMMISSION OF MISSOURI  

ASSESSOR MANUAL 

 
CHAPTER: 

LOCAL ASSISTANCE 

 
REVISION DATE:  February 9, 2021  Page 2 of 171 

 

V ï 2 

 

Valuation   Effective cost approach, effective income approach, and effective 

sales comparison approach. 

Statistical Studies  Measure accuracy and uniformity of assessments. 

 

In total, these elements represent the foundation of a cost-effective assessment system.  Each is 

briefly described below: 

 

A. Administration  

 

An adequate budget is the first requirement of an effective assessment system.  The budget must be 

sufficient to develop and maintain an accurate data base and to provide the personnel and support 

resources necessary to apply sound appraisal techniques.  Standards for assessment budgeting are 

difficult to specify due to the complexities involved in the assessment system and the varying status 

of an individual assessment program within that system.  The cost of a reappraisal program, 

beginning with the establishment of an effective mapping system, accurate data collection, and the 

development of accurate valuations, on a per parcel cost basis, would be higher than that of 

conducting an ongoing assessment operation.  The total cost of the statewide reassessment program 

completed in 1985 was $121,826,966.  The cost per parcel ranged from $25.65 to $73.24, with an 

average per parcel cost of $49.86, over the course of the program.  In 2017, the assessment 

maintenance program cost on a per parcel basis ranged from $9.03 to $37.58 with an average cost of 

$18.39 per parcel. 

 

Staff salaries tend to represent 70-75% of an assessment budget.  A staff should consist of competent 

and qualified personnel.  Appraisers either should have had prior experience or should receive on-

the-job training.  In addition, appraisers should be encouraged to achieve designation and attend 

advanced appraisal courses, seminars, and workshops.  All personnel should be utilized so as to take 

advantage of their appropriate knowledge and skills. 

 

Internal controls bring discipline to an assessment system.  The assessor should maintain at least the 

following internal controls: 

 

ü An organizational plan 

ü Statements of duties and responsibilities 
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ü Standards of practice 

ü Edit procedures 

ü Time and production reports 

ü Security procedures 

 

Data processing systems reduce the time spent on routine clerical activities, speed mathematical 

computations, and generally improve assessment efficiency.  In addition, computers can increase the 

accuracy of assessments by improving the quality and accessibility of data.  Computers can be 

utilized in a number of assessment-related applications, including the storage of ownership files, 

automating the collection, organization, analysis of sale data and by automating the appraisal 

functions.  In addition, computers are an effective tool for extracting the data for the myriad of 

requests received by the assessorôs office. 

 

The assessor should not expect the installation of a data processing system to reduce the number of 

staff, nor to reduce the cost of operating the office.  Major advantages of automation are that the 

same size staff should be capable of handling the increasing workload of the office for years to come 

with little or no additional help.  With automation, staff should be able to perform a much better and 

more accurate job in less time and with less effort.  Although an effective maintenance program can 

be accomplished without the use of data processing, given the ever increasing demands on the 

assessorôs resources, automation represents one of the best ways to improve efficiency. 

 

Extremely important in a good assessment maintenance program is sound public relations between 

the assessor, local officials and the taxpayers.  The cooperation of the assessment office with both the 

individual taxpayer and citizen groups is important to ensure a wider understanding and support of 

systematic and uniform property assessments. 

 

Good public relations require that the assessment official obtain and hold the respect and confidence 

of the taxpayer.  Such respect and confidence is generated with the use of efficient, impartial, and 

effective methods and procedures.  Whether on assignment in the field or in the office, the staff acts 

as official representatives of the assessor.  It is, therefore, of the utmost importance that in all contact 

with property owners, tenants, and others, they conduct themselves so as to reflect credit to the 

organization and the work with which they are engaged.  In any case, where an owner or occupant is 

not clear about the purpose of field inspections and is reluctant to permit the inspection of the 
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property, the assessor or deputy should explain briefly the objective of the field review.  Such 

explanation will, in most instances, result in obtaining permission to proceed.  Information gathered 

on the cost or appraised value of individual properties should be treated as private, although it is not 

confidential.  Such information is critical in understanding the market, and should not be discussed 

or used for other purposes.  The successful assessor conducts an open operation, explaining the 

assessment process as necessary, and responds promptly to inquiries and complaints.  The more the 

assessor demonstrates that the responsibilities of the office are being performed effectively, 

efficiently and fairly, the more likely the public is to cooperate in return. 

 

Section 137.115 RSMo. was amended by SB 676.  Beginning with the 2021 reassessment cycle, 

before the assessor of any county may increase the assessed valuation of any residential real 

property by more than 15% since the last assessment, excluding increases due to new 

construction or improvements, the assessor shall conduct a physical inspection of such property.   

¶ This amendment applies to all Missouri counties.   

¶ The assessor must notify the property owner of the increase in writing and provide 

information regarding the ownerôs rights relating to a physical inspection.   

 

B. Records 

 

The records of an assessorôs office provide the foundation of the assessment system.  Before property 

can be appraised and thus assessed, it must be located and described, ownership must be identified 

and the characteristics particular to that property affecting value analyzed. 

 

To aid in the identification of property ownership, an effective set of records must be maintained.  

Requisites to the preparation of an assessment roll of high quality are records that detail ownership, 

property description and quantities, and methods or procedures for analyzing market value.  

Ownership indexes, both alphabetical and geographical as well as street indexes are valuable 

auxiliary records. 

 

For real property, ownership data was compiled from past assessment rolls, deeds, and other records 

for the mapping program initiated during the statewide reassessment.  Since 1985, every county has 

successfully maintained the ownership maps and, in turn, real property records on an on-going map 

maintenance program. Personal property ownership is maintained by several methods.  One is simply 
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through the mailing of the annual personal property rendition.  In many counties, assessment staff 

have developed procedures to update ownership data based on information provided in cooperation 

with the collector, the 911 system and local service utilities. 

 

The property characteristic file contains the current physical description and quantities of property.  

The real property record card (PRC) is an essential part of every assessment office.  Personal 

property is inventoried on individual renditions or lists.  The primary purpose of both forms is to 

provide a compact format for use in preparing a physical inventory of property in the county.  

Depending on the degree of automation, the inventory of both real and personal property may be 

accessed, which allows the assessor to systematically list the pertinent data required in making value 

estimates, record assessments, and facilitate comparisons of property of the same class. 

 

Proper valuation depends on the successful development of base values or selection of valuation 

guides.  For real property, the systematic recording of reliable sales information is an essential 

requirement of making equitable assessments.  The assessor needs to be aware of the interactions of 

buyers and sellers in establishing market values.  The basic premise is that the value of property 

tends to be indicated by sale prices of comparable properties.  Therefore, a sales file furnishes the 

best evidence of value that the assessor can use. For personal property, procedures must be 

developed that allow the assessor to maintain valuation guides that reflect market value, for example, 

using published guides for automobiles or farm machinery. 

 

C. Assessment Maps 

 

The assessorôs office maintains a complete set of continuously updated assessment maps.  Maps are 

fundamental to the assessment of real estate; they help determine the location of the property, 

indicate the size and shape of each parcel, and reveal its relation to pertinent features that affect 

value.  It is a natural consequence that maps are a basic record in an assessorôs office. 

 

The use of assessment maps facilitates the identification of each parcel within a county and ensures 

that all lands are inventoried.  Each parcel is assigned a parcel identifier or parcel number, which 

represents a specific land parcel and serves to reduce a lengthy legal description to a uniform and 

manageable expression.  For more about the map and parcel numbering system, see section 5.7. 
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D. Data Collection 

 

Assessments can be only as accurate as the data on which they are based. Therefore, if property data 

is incomplete or inaccurate, even the best appraisal procedures and techniques cannot produce 

accurate value estimates.  Checks on completeness and accuracy of data involve both visual 

inspections to obtain and verify data and data edits to ensure that the data has been recorded 

correctly.  If the appraiser knows that these tasks have been done or completes these checks at the 

time of the actual appraisal, the criteria for data completeness and accuracy may be presumed to have 

been met. 

 

In order to keep abreast of construction or major remodeling activities that alter the property data 

base, it is helpful if the assessor regularly receives information about building permits, when 

available.  However, building permits should not be relied upon as containing a complete record of 

construction and major remodeling activities.  Physical inspections or field review should be 

conducted on a regular and systematic basis. 

 

Section 137.115 RSMo. was amended by SB 676.  Beginning with the 2021 reassessment cycle, 

before the assessor of any county may increase the assessed valuation of any residential real 

property by more than 15% since the last assessment, excluding increases due to new 

construction or improvements, the assessor shall conduct a physical inspection of such property.   

¶ This amendment applies to all Missouri counties.   

¶ The assessor must notify the property owner of the increase in writing and provide 

information regarding the ownerôs rights relating to a physical inspection.   

 

To help ensure personal property is properly reported, an assessor may consult printouts from the 

Missouri Department of Revenue for vehicle registrations or from the Federal Aviation 

Administration for aircraft listings.  Other potential sources would include records from the county 

or city clerkôs office for business licenses or published business directories. 

 

E. Valuation 

 

For most personal property, valuation is a matter of identifying a source or published value guide that 

lists market values for the type of property found in the county.  For livestock, monitoring local 
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market activity will reveal the typical current price.  Business personal property is generally 

categorized as to its typical life expectancy and depreciation applied to original or current cost. 

Effective in TY2007, business personal property, put into service after 1/1/2006, is to be assessed 

based on acquisition cost and depreciated according to the class life as published by the Internal 

Revenue Service (IRS) and found in IRS Publication 946. 

 

Traditionally, there are three basic approaches applicable to the valuation of real property.  These 

approaches are: the cost approach, where value is measured by the cost to reproduce a property of 

like utility; the sales comparison or market data approach, where the value of the subject property is 

estimated by the sale of similar properties; and the income approach, where value is defined as the 

present worth of future income benefits derived from the property. 

 

Section 137.115 RSMo. was amended by SB 676.  Beginning with the 2021 reassessment cycle, 

before the assessor of any county may increase the assessed valuation of any residential real 

property by more than 15% since the last assessment, excluding increases due to new 

construction or improvements, the assessor shall conduct a physical inspection of such property.   

¶ This amendment applies to all Missouri counties.   

¶ The assessor must notify the property owner of the increase in writing and provide 

information regarding the ownerôs rights relating to a physical inspection.   

 

F. Statistical Studies 

 

Sale ratio studies are the fundamental means of measuring the accuracy of the appraisal process.  

These studies should be made to determine the level and uniformity of appraisals of selected property 

categories for which sufficient sale data is available.  The sale ratio indicates a relationship of 

appraised value to market value.  It is found by dividing the appraised value of the property under 

consideration by its recent sale price. 

 

                           Ratio = Appraised Value 

                                        Selling Price 

For example, a residence that sold recently for $115,000 had an appraised valuation of $100,000 at 

the time of sale.  Therefore, the ratio of appraised value to selling price is 87%. 
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                              $100,000 = .87 or 87% 

                              $115,000 

Since transactions in the marketplace bring out good estimates of value, a sales ratio analysis can be 

the assessorôs yardstick for measuring the assessment level.  For a review of other statistical tools, 

see section 5.7. 

 

G. Summary 

 

The nature of assessment clearly suggests the need for organization.  In order for most assessors to 

approach their work in a systematic manner, the assessment function, its characteristics, and its 

political-economic environment should be examined briefly.  The assessment function consists of the 

following basic elements:  

ü Discovery, the steps assessing officers must take to find and to describe taxable property 

ü Valuation, the appraisal of properties 

ü Listing, the keeping of records linking properties to their respective owners and the placing of 

assessed values and ownerôs names on the assessment roll.   

Thus described, the assessment function appears relatively simple, while in reality, assessment is a 

complex process. 

 

An appreciation of the characteristics of assessment is necessary for an understanding of assessment 

operations and the recommendations made in this manual.  The property assessment system consists 

of a systematic process designed to gather and collate factual data necessary to effectively carry out 

the assessment function.  However, this system must operate within the bounds of the market and 

governmental environment in which both the public and the private sectors are acting, reacting, and 

interacting. 

The system treats the discovery, listing, and valuation activities separately, although they are closely 

related in practice.  The component parts of a real property assessment system, their 

interrelationships, and the flow of information in the system are illustrated in Exhibit 5.1: 
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EXHIBIT 5.1 

MAJOR ELEMENTS OF A REAL PROPERTY ASSESSMENT SYSTEM 

 

Governmental 

Inputs (Laws and 

Regulations) 

Internal Controls 

The Assessor establishes;   

1. Organizational plan 

2. Standards of practice 

3. Internal reviews 

4. Security procedures 

 

Discovery/Data Gathering 

Activit ies 

The Assessor collects; 

1. Deeds and other real 

property transfer 

documents 

2. Building permit 

information 

3. Field-canvass 

information 

4. Other market 

information 

The Assessor creates; 

1. Legal description files 

2. Assessment maps 

3. Property characteristic 

files 

4. Sales files 

5. Property ownership 

files 

6. Other files 

Valuation/Property 

Appraisal 

The Assessor makes; 

1. Cost approach 

appraisals 

2. Sales 

comparison 

appraisals 

3. Income 

approach 

appraisals 

Listing/Assessment 

Activities 

The Assessor sets 

1. Assessments 

The Assessor allows 

1. Exemptions 

2. Abatements 

3. Preferential 

assessments 

The Assessor prepares 

1. Assessment 

change notices 

2. Assessment roll 

 

Assessment Outputs 
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5.2 THE MASS APPRAISAL PROCESS  

 

Mass Appraisal is the systematic appraisal of groups of properties as of a given date using 

standardized procedures and allowing for statistical testing.  More particularly, a mass appraisal 

system may be described as an orderly and comprehensive assemblage of facts, principles, and 

methods designed to carry out the assessment function effectively and efficiently in accordance with 

property tax policy.  The term appraisal process is meant to encompass the techniques used by 

appraisers and assessors in formulating opinions of property values.  It is an orderly procedure 

through which they are enabled to accomplish their objective--estimation of value.  Also provided 

for are standards for a common terminology readily understood by those in the field of property 

valuation. 

 

In short, it defines the problem, provides methods for solving the problem, and furnishes common 

appraisal language so that anyone informed on the subject readily understands the means through 

which a property value has been determined. 

 

As the value of a property is the result of interactions within a constantly fluctuating marketplace, 

property value can never be absolutely measured or determined.  The appraisal of property is not an 

exact science.  An appraisal is an estimate of value, and as such, an absolute definitive value should 

not be expected, however, a reasonable estimate of value can be and should be obtained.  Standards 

of reasonable performance do exist and there are reliable means of measuring and applying these 

standards. 

 

Due to the large number of properties that must be appraised for assessment purposes, there is a 

point beyond which the appraisal process cannot be simplified if accurate results are to be obtained.  

There is also a point beyond which the process becomes so complicated the results will not justify 

the work and expense involved.  It would be impractical to make a detailed, narrative type of 

appraisal on each property.  Instead, a method of appraising on a volume or a mass basis has been 
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developed.  When properly used, the mass appraisal process will, with few exceptions, give similar 

results as an appraisal made on an individual basis. 

 

Basically, the same methods and procedures used for an individual appraisal are used in mass 

appraisal, although the application may be somewhat different.  Appraisals made on an individual 

basis generally involve direct comparison between the subject and the specific properties.  In mass 

appraisal work, a large volume of data (sales, income and expense data, construction cost and 

specifications) is developed into value indicators, or base unit values.  When the base unit value is 

applied to a specific property, and modified by the adjustments applicable to that individual property, 

mass appraisal takes on the nature of direct comparison.  The advantage and reason for using a mass 

appraisal system is to obtain accurate value estimates at a relatively low cost.  Conducting a 

revaluation program requires careful planning. 

 

Prior to planning any mass appraisal program, the assessment administrator must know: 

ü The condition of the present program 

ü The goals and standards which must be met 

ü The portion of present resources that may be reasonably allocated to the mass appraisal program 

ü What additional resources may be needed for the program 

ü The length of time available to complete the program 

ü The type of work activities required, and the volume of each type of work activity 

After the above information is obtained, realistic plans can be formulated to meet the goals of a mass 

appraisal program. 

 

The identification of available resources also has a major impact on goal establishments and the 

limitations placed by the availability of resources may, in some cases, virtually pre-plan the mass 

appraisal program.  Resources that may be required by the assessor can be divided into four major 

areas: (1) Financial; (2) Personnel; (3) Data Elements; and (4) Data Processing. 
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The planning of a mass appraisal program is analogous to the appraisal of an individual piece of 

property in that it may be formulated in compliance with the appraisal process.  
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EXHIBIT 5.2 

THE APPRAISAL PROCESS 
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1. Define the Appraisal Problem 

 

The beginning point in any appraisal problem is the identification of the property to be appraised.  

The mass appraisal process begins with the discovery and identification of all parcels within the 

county.  A parcel is defined as all contiguous land owned by the same legal entity and of a single use 

within a section.  It may be delineated by a metes and bounds description, lot and block within a 

subdivision, or a combination of both.  In a mass appraisal program, the identification of a particular 

piece of property is usually conducted on a geographical basis with the aid of current ownership 

maps.  A system of continually updated ownership maps show the size, shape, and location of each 

parcel of real estate and ensures that all taxable parcels are listed on the assessment roll. 

 

The ownership maps serve two important functions.  One is that it provides an inventory of property 

and secondly, a system of parcel identification.  The work of the assessor in both the office and the 

field requires constant reference to information relative to a particular parcel of property.  By 

organizing the records by parcel number, property records can be efficiently referenced and indexed. 

 In most counties, an alphabetical index file of ownership is maintained which facilitates locating 

data when only the ownerôs name is known. 

 

Another important factor in defining the appraisal problem is the mix of property types.  The 

property type mix varies from county to county, and has a great impact on the resources needed to 

complete the assessment update.  In Missouri, real property assessments are required to be updated 

every two years, (in the odd numbered year), and knowing the quantity and types of property allows 

the assessor to better estimate the time frame, manpower needs and production targets.  Property 

types can be defined any number of ways.  Typically, assessors track the number of residential, 

agricultural and commercial parcels and whether they are improved or vacant.  In counties with a 

large area owned by the federal government, a count of the exempt parcels may help the assessor to 

better estimate the resources needed.  For a detailed discussion on estimating manpower, time frame 

or production targets, see the text on assessment maintenance plans - personnel estimation charts, 
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section 5.3. 

After the property has been identified, the rights of ownership pertaining to that property must be 

identified.  In the majority of instances, property should be appraised as if owned in a fee simple title, 

that is, all rights of ownership of the property are retained by the owner of the fee interest.  However, 

there are exceptions, probably the most notable of which is that of severed mineral and surface 

rights.  In such a situation, two distinct interests have been created for the same legal description and 

must be assessed as such.  Another exception is a situation where a possessory interest exists.  A 

possessory interest is usually thought of as a right to the use of a publicly owned property by a 

private entity.  For instance, the Hertz counter at a publicly owned airport. 

 

As part of the definition of the appraisal problem, the definition of the value sought must be 

determined.  Pursuant to Section 137.115, RSMo, all properties are to be appraised at true value in 

money.  In Missouri, the courts have defined true value in money as the highest price paid, in terms 

of dollars, which a property will bring if offered for sale for a reasonable period of time, both buyer 

and seller being fully aware of all the uses to which the property may be put and neither being under 

any compulsion.  However, for general property assessment purposes those lands actively devoted to 

agricultural and horticultural purposes, as defined by Section 137.017 through 137.026 RSMo, shall 

be valued in accordance with guidelines set forth by the State Tax Commission.  These procedures 

are discussed more fully in Chapter VII. 

 

In the first statewide reassessment, the effective date of all appraisals was January 1, 1985.  Since 

1986, assessors have operated on a two-year assessment maintenance cycle, with real property 

assessment updates occurring each January 1st of the odd year. 

 

2. Conduct a Preliminary Study and Outline the Appraisal Plan 

 

In preparation for the statewide reassessment, preliminary studies were conducted and a 

determination made as to the amount of work which had to be done, new mapping systems were 
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developed, appraisal systems selected, data collection procedures designed and computer systems 

were implemented.  

Since 1985, the focus of the preliminary study and assessment maintenance plan has shifted.  Where 

before it was an almost overwhelming task to select and implement the necessary systems, it is now a 

matter of identifying areas which need updating or improvement and ensuring the resources are 

available to complete the project. 

 

As part of the preliminary survey, an analysis will have to be made of the total personnel 

requirements and the staff presently available.  Personnel may need to be hired and trained, work 

plans and assignments made, and quality control checks instituted.  Such an analysis should include 

the number of clerks both needed and currently available for research and clerical functions, the 

number of appraisers (time must be allocated for regular maintenance work, new construction, etc.), 

and if data processing is available, the amount of work to be done by automation will need to be 

determined. 

 

With the determinations made as to amounts and types of work to be done and the completion date 

of the program determined, time schedules for each of the varying activities involved in the program 

may be developed and phase delineation charts constructed. 

 

At this point in the preliminary survey, the assessor should have enough information available to 

make the very basic decision as to who will conduct the appraisal update process.  That is, whether 

the resources available are sufficient to conduct the program in-house or whether a contract will be 

needed for some services.   

 

3. Develop and Analyze Market Data for the Three Approaches 

 

The next step in the mass appraisal process is collection and analysis of market data.  In an effective 

appraisal system, there is a need for collection and analysis of market data for cost information, 

comparative sales information, and for income and expense information.  The data collection of cost 
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information is to assist in the establishment of cost manuals or for the updating of an existing 

manual. Cost manuals are used in estimating the replacement/reproduction cost of a building.  

Comparative sales data is used in almost every aspect of the mass appraisal process.  It is used in 

estimating the value of land and estimating the value of improved real estate through the use of the 

market data approach.  Comparative sales data may be the basis for the establishment of ratios or 

trends which can be used in property valuation as a benchmark for adjusting past appraisals.  The 

comparable sales information is also useful where a computerized appraisal system is being utilized. 

 In mass appraisal, it is during the market analysis phase that the base land rates and building costs 

are established.  In addition, the sale data is also used to determine rates of depreciation and to set up 

depreciation schedules.  

 

A system should be devised for the efficient collection of all market data that would relate to the 

value of any type of property.  Much of this data can be systematically collected and then can be 

tabulated and supplied to the appraisers so that they can perform their task more efficiently, giving a 

quality job on a quantity production basis.  Clerical personnel can be utilized to collect sales from 

deed records, property owners via mail, and published sale data services.  Appraisal personnel should 

collect data through personal contact with property owners, brokers, managers, tenants, builders, and 

developers.  General information from business and population trends and indications of increases 

and decreases of values for areas within the county should be noted.  Trade journals will indicate 

trends for particular types of businesses, and zoning and building practices may help establish 

neighborhood patterns. 

 

An appraisal is an opinion of value that considers physical and economic value influences as 

indicated by sales, cost, and income value indicators.  Therefore, since appraisal includes a large 

number of variables that must be considered in the valuation of each property, base standards or 

values must be developed through the analysis of the basic sales, cost, and income information 

contained in the data file.  The following list illustrates some of the items which would be considered 

base standards. 
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A. Cost Index\Manual Level\Cost Multiplier  

Information from builders, new home sales, building supply houses, and government indexes are 

used to establish a cost index\manual level\cost multiplier for use with the cost manual. 

 

B. Depreciation Benchmarks 

Sales, cost, and published tables are analyzed and developed into local guides for depreciation to be 

used on various types of improvements. 

 

C. Income and Expense Guides 

Information gathered from income producing properties is tabulated in order to establish economic 

rents and typical expenses. 

 

D. Capitalization Rates 

Sales are analyzed to establish the interest rate applicable to investment properties.  Recapture and 

tax rates must also be established. 

 

E. Gross Rent Multipliers (GRM)  

Relationships between sale price and income are analyzed to determine GRMôs to be used on various 

properties. 

 

F. Basic Unit Values 

From sale analysis and land residuals, unit values for land and various types of properties are set. 

 

4. Application of the Data 

 

The basic data applicable to each of the three approaches to value is converted into base units and 

adjustment factors which are used to develop the final estimate of value for each property being 
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appraised.  To be effective, the entire valuation process must incorporate in proper balance the three 

approaches to value.  (See Exhibit 5.3). 
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EXHIBIT 5.3 

REAL PROPERTY 

APPRAISAL

 

Cost Approach 

The Assessor: 

 

-Estimates site value via 

the sales comparison 

approach. 

-Estimates the current 

cost of all improvements. 

-Estimates accrued 

depreciation and 

subtracts this estimate 

from estimated current 

value. 

-Adds the depreciated 

cost estimate to the site-

value estimate to 

estimate total property 

value. 

Sales Comparison Approach  

The Assessor: 

 

-Stratifies recently sold 

properties into groups of 

comparables for analysis. 

-Analyzes dissimilarities in 

comparable properties in order 

to isolate effects of property 

characteristics on property 

value. 

-Develops value-estimating 

equations or models based on 

prior analysis. 

-Applies the valuation models 

to unsold (subject) properties in 

order to estimate property 

value. 

Income Approach 

The Assessor: 

 

-Analyzes incomes 

and expenses in order 

to determine income to 

be capitalized. 

-Determine proper 

techniques & 

capitalization rate. 

-Process income 

through the 

appropriate technique 

and rate into an 

indication of value. 

Final Value Estimate 

The Assessor: 

 

-Verifies quantity, completeness and accuracy of data. 

-Evaluates appropriateness of appraisal approach to property type. 

-Selects the best value estimate. 

-Applies the statutory assessment ratio. 

Assessment 
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A. Sales Comparison Approach 

 

The action of the market shown in prices paid for real property is a highly reliable indicator of value. 

 It follows that the value of property might be reliably estimated by observing and analyzing the sale 

prices of comparable properties.  This technique, often referred to as the ñSales Comparison 

Approachò, is dependent upon the availability of sale data of comparable properties and the validity 

of the judgments made in regard to the adjustment for their similarities and dissimilarities.  Due 

consideration must be given to all the tangible and intangible factors influencing values such as 

location, construction, age, condition, desirability, and usefulness.  In each case, prime consideration 

must be given to the time and conditions of each sale. 

 

The selling price of comparable properties set the upper and lower limits of value, or the range, 

within which the value of the subject property should fall.  Analysis of the value factors influencing 

each sale enables the appraiser to narrow the range down to a value level that is most applicable to 

the subject property. 

 

The significance of this approach lies in its ability to produce estimates of value which directly 

reflect the attitude of the market.  Its widest application is in the appraisal of vacant land and 

residential properties when there are enough sales from which to select comparable properties.  

However, even in these categories, an assessor in rural Missouri is severely hampered by the 

complete absence of certificates of value.  Without this very valuable tool, the assessor is forced to 

expend great amounts of time and resources to gather the information. 

 

B. Income Approach 

 

The income approach has its widest application in the appraisal of income-producing property.  

Commercial property is bought and sold on its ability to generate and maintain a stream of income 
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for its owner.  The value of such property is a measure of the quantity, quality, and durability of the 

future net income that can be expected to be returned to an investor. 

 

Since the justified price paid for income-producing property is no more than the amount of 

investment required to produce a comparable desirable return and since the market can be analyzed 

in order to determine the net return actually anticipated by investors, it follows that the value of 

income-producing property can be derived from the income stream which it is capable of producing. 

 The mathematical process for converting the net income produced by property into an indication of 

value is called capitalization. 

 

The capitalization process evolves out of the principles of perpetuity and termination.  ñPerpetuityò 

affirms that the net income produced by land will continue for an infinite period of time.  

ñTerminationò affirms that the net income produced by a building will stop after a certain number of 

years.  This in effect is to say that all buildings at some time in the future will cease to have an 

economic value. 

 

If the income flow produced by a building will terminate in the future, it is reasonable to suggest that 

the investor in buildings is entitled to the return of his investment in addition to a return on his 

investment.  In the capitalization process, this recovery of the investment is referred to as recapture. 

 

Several methods of capitalization are currently employed by appraisers.  The capitalization methods 

most prominent are direct, straight capitalization with straight-line recapture, and annuity.  Each of 

these are valid methods for capitalizing income into an indication of value, the use of one or the 

other depends on the characteristics of the income stream. 

 

The value of income producing property can be derived by measuring the net income against the net 

return anticipated by informed investors.  This can be expressed in terms of a simple equation: 
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VALUE = NET INCOME / CAPITALIZATION RATE  

This capitalization rate should consist of percentage provisions for the return on the investment to 

land and buildings (interest rate) plus a return of the investment in the wasting asset (recapture).  Net 

income refers to the residue of the potential gross income (having been adjusted by an allowance for 

vacancy and collection loss) remaining after all allowable operating expenses are paid.  Selecting the 

proper capitalization rate and accurately estimating a realistic gross income along with applicable 

operating expenses are essential to the capitalization process. 

 

C. Cost Approach 

 

If the highest and best use of a property is its present use, an evaluation can be made by estimating 

the value of the land as if it were vacant and adding the depreciated cost of reproducing the 

improvements to the estimated land value. 

 

The cost of ñreproducing the improvementsò as applied here refers to the replacement cost or the 

current cost of reproducing the improvements having equal characteristics with the subject property, 

which may or may not be the cost of producing a replica property.  The distinction being drawn is 

between Replacement Cost, which refers to replacement of a substitute improvement of equal utility, 

and Reproduction Cost, which refers to replacement of an exact replica of the improvement.  In any 

event, both replacement cost and reproduction cost have their application in the Cost Approach to 

value, and the differences are reconciled in the application of depreciation allowance. 

 

The replacement cost includes the total cost of construction incurred by the builder whether 

preliminary to, during the course of, or after completing the construction of a particular type of 

building.  Among these direct and indirect costs are material, labor, all subcontracts, builderôs 

overhead and profit, architectural and engineering fees, consultation fees, survey and permit fees, 

legal fees, taxes, insurance, and the cost of financing. 
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There are various methods that may be employed to estimate replacement cost new.  The methods 

most widely used in the appraisal field are the unit-in-place method, component-part or segregated 

method, and the model or comparison method.  The unit-in-place method is employed by 

establishing in-place prices for the various components (lumber, concrete, steel, etc.) of a building or 

similar improvement.  This method of using basic independent units can be extended to establish 

larger component prices such as entire walls in place or entire heating systems for a given area.  The 

unit-in-place and segregated cost methods are generally used when the structure under appraisal is 

sufficiently unique in characteristics that it will not conform to a type and quality combination as 

listed in the cost manual.  A further extension leads to the model or comparative method in which 

unit prices are established for the entire structure on a square foot or cubic foot basis.  Depending on 

the method used, the unit prices are then multiplied by the respective quantities (linear feet, cubic 

feet, square feet, number of units, etc.) of each as they are found in the composition of the building, 

the sum of which is equal to the replacement cost. 

 

The cost approach then takes on great similarity with the comparison method in that the subject 

properties to be appraised are compared with models to establish a base cost.  Additions to and 

deductions from the base cost are then made in order to account for any variations in specifications 

and characteristics between the property and the base model.  A cost index or cost multiplier may 

then be applied to adjust the base cost to current cost at the effective date of appraisal. 

 

Replacement cost new represents the upper limit of value.  The difference between replacement cost 

new and the present value is ñdepreciationò.  The third and final step in completing the cost approach 

is to estimate the amount of depreciation or the loss of value from all causes.  There are two distinct 

kinds of depreciation: deterioration, generally referred to as physical depreciation; and obsolescence, 

generally categorized into functional and economic depreciation.  Physical depreciation may be 

readily defined as being the loss in value due to wear and tear, time, and the actions of the elements.  

An estimate of accrued physical depreciation represents the opinion of the appraiser as to the degree 

that the present and future appeal of a property has been diminished by its physical deterioration.  
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There is no steady rate of physical depreciation.  Actual age alone is a poor criterion.  Physical 

depreciation begins while a building is under construction and continues until the life of a structure is 

at an end.  The physical life of a building is dependent upon the degree of maintenance which it 

receives, upon the type and quality of the materials which are used in the construction, and upon the 

soundness of the methods employed by the builder. 

 

Functional/economic depreciation may be generally defined as being the loss of value due to forces 

other than physical deterioration which act upon a structure in such a way as to limit its economic 

life.  Functional depreciation refers to obsolescence resulting from conditions within the property 

such as an imbalance in construction features, architectural treatment, or design and arrangement 

which tend to lessen its desirability.  Economic depreciation refers to obsolescence caused by 

influences outside the property such as physical, economic, social, and governmental changes which 

have an adverse affect upon the stability and quality of the neighborhood in general and the property 

in particular. 

 

The significance of the cost approach is that it is the one approach that can be used on all types of 

construction.  Its widest application is in the appraisal of property where the lack of adequate market 

and income data preclude the reasonable application of the other approaches to value. 

 

The particular data relative to an individual parcel of property are collected and recorded on a 

property record card.  The field appraiser completes the property record card as he measures the 

property, identifies the various property components affecting value, grades the structure as to the 

quality of construction, and places the structureôs dimensions in the appropriate spaces on the card.  

The property record card is also used for updating or making additions or deletions to an existing 

property.  There is no need to revisit, remeasure, and recheck every property every year.  However, 

base values should be updated periodically and properties should be revisited at least once every two 

years.  Once the property record card has been properly filled out and the improvement properly 

graded, with emphasis on the quality of construction, the property record card is returned from the 
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field and the card, cost manual, land schedules, sale data, and income information are merged into a 

final value estimate.  In many instances, the individual who measures the house and lists it in the 

field is not the same individual who actually places the ultimate valuation on the property record 

card.  This is a perfectly legitimate procedure and in most cases the only manner by which a large 

number of appraisals may be accomplished within a specified time frame.  Mass appraisal, by its 

very nature, dictates some degree of production-line appraisal.  The use of standardized schedules 

and manuals provides the uniformity and equality which is necessary in maintaining a fair tax 

system.  The end result, therefore, of the valuation portion of the assessment flow chart would be an 

equitable value estimate. 

 

5. Correlation 

 

Correlation of the mass appraisal program includes review by the supervising appraiser and 

comparisons between properties to establish that uniformity at market value has been achieved.  

With the final estimate of the defined values, the appraiser has achieved the immediate objective of 

the appraisal process.  The value estimates should be the appraiserôs opinion reflecting the 

application of his experience and judgment due to a consideration of all the assembled data. 

 

6.  Final Estimate of Value 

 

The final phase of the assessment maintenance program deals with the assignment of the final value 

to each parcel appraised.  Under Missouri law, assessments are updated each January 1 of the odd 

year and are to remain unchanged the subsequent even year, unless there is new construction or 

improvement to the parcel. 

 

Prior to the final compilation of the real property assessment roll in an update year, a change notice 

should be mailed to all taxpayers of the new assessed valuation to be placed on the property.  The 

purpose of this notice is to allow, prior to the local board of equalization, a review of the propertyôs 
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valuation.  The notice should contain information such as the parcel number, the assessed value by 

subclass for the current and past year and a brief explanation of the appeal process.  See Exhibit 5.4 

for a typical taxpayer change notice. 

 

Thus described, the assessment system is a complex operation that requires knowledge and 

understanding.  A detailed discussion and methods of application relating to these major components 

of the reappraisal process are covered in later sections of this manual.  The purpose of this manual is 

to assist the local assessment personnel in developing and managing a mass appraisal system that is 

efficient, accurate and equitable. 
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EXHIBIT 5.4 

TAXPAYER CHANGE NOTICE 

   Map Parcel Number : _______________________ ____________  

  School District: _______ City: ________ Road District: _____  

                 Name: ________________________________________  

     Mailing Address: ________________________________________  

City, State, Zip code: ______________________________ __________  

 

Situs Address of Property: ___________________________________  

Property Description: ________________________________________  

______________________________________________________________  

_______________________________________________________ _______  

 Previous Appraised Value for 20 18:  

 Residential   Agricultural  Commercial     Total  

 ___________   ____________  __________   _________   

 Previous Assessed Value for 2018:  

Residential   Agricultural  Commercial       Total  

___________   ____________  _____ _____   _________  

 

  Appraised Value as of January 1, 20 19:  

Residential   Agricultural  Commercial       Total  

___________   ____________  __________   _________  

  Assessed Value as of January 1, 20 19:  

 Residential   Agricultural  Commercial     Total  

 ___________   ____________  __________   _________   

 
If you have questions concerning this notice please call 555 - 555 - 1234 within fifteen (15) days of 

receipt of the notice.  If your questions cannot be answered, or if you are not satisfied with an 

explanation, an inform al meeting will be scheduled with an appraiser.  In addition, the laws of 

the State of Missouri provide that you may appeal any assessment to the County Board of 

Equalization by calling 555 - 555 - 9876 before June XX, 20 19.  

 

* * * Abated Property Summary * * *As provided by law the following value has been abated in 

Superior County  

for tax year 20 19 

Chapter 99    Chapter 135    Chapter 353  

999,999,999    999,999,999    999,999,999  
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5.3 ASSESSMENT MAINTENANCE PLAN  

 

In 1986, the seventy-first general assembly passed legislation which provided for the on-going 

maintenance of the just completed statewide reassessment.  Key provisions included: 

ü a two-year assessment cycle 

ü requirement of an assessment maintenance plan  

ü state funding of the assessment maintenance program 

With passage of this legislation, the State Tax Commission began putting into place the framework 

for the on-going assessment maintenance. 

 

1. Two Year Assessment Cycle 

 

Under section 137.115 the assessor is required to annually assess all real and personal property, 

however, the statute was re-worded to say that the assessor ñ...shall annually assess all real property 

in the following manner: New assessed values shall be determined as of January first of each odd-

numbered year and shall be entered in the assessorôs books; those same assessed values shall apply in 

the following even-numbered year, except for new construction and property improvements which 

shall be valued as though they had been completed as of January first of the preceding odd-numbered 

year...ò  Thus the two-year assessment cycle was created. 

 

2. Assessment Maintenance Plan 

 

In addition to the creation of the two-year assessment cycle, the legislation requires the county 

assessor to prepare and submit an assessment maintenance plan.  The Commission created a sample 

maintenance plan patterned after the reassessment plan used by most counties.  The assessment 

maintenance plan includes the following components: 

ü Functions and Responsibilities 

ü Charts and Reports 
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ü Personnel Estimation Chart/Employment Schedule 

ü Phase Delineation Chart 

ü Plan Budget 

The objective of the assessment maintenance plan is to outline how the assessor is going to maintain 

both the real and personal property assessments, making the best use of the resources available. 

Since 1986, the time line for developing, reviewing, approving and monitoring a county assessment 

maintenance plan has typically been: 

ü September to November of the Odd-Numbered Year: the Commission, based on  

legislative changes, reports and staff recommendations, drafts a letter to each county assessor 

outlining objectives and key concerns to be addressed in the upcoming assessment maintenance 

cycle. 

ü November to December: County assessors develop their assessment 

maintenance plan, and submit to the State Tax Commission and County Commission by January 

1, of the even-numbered year. 

ü December, odd-year to April, even-year: the Commission reviews and 

approves assessment maintenance plans. 

ü January, even-year through December, odd-year: County assessors and staff 

implement the approved assessment maintenance plan, while the Commission staff monitors 

activity for compliance to the approved plan. 

 

The Maintenance Plan is incorporated into an excel workbook to be utilized by all jurisdictions.  

The plans are prefilled with the current assessorôs name and certified parcel count for state 

reimbursement funds.  Each page of the report is a separate tab in the workbook. And 

corresponds with h the page numbers.   

 

The assessor will include their plan letter, up to five pages, into the ñAssessorôs Narrativeò tab, 

see EXHIBIT 5.5 ï ñAssessorôs Narrativeò Tab.  The narrative should explain the analysis and 

items that will be reviewed in the next two years that may result in assessment valuation changes 



STATE TAX COMMISSION OF MISSOURI  

ASSESSOR MANUAL 

 
CHAPTER: 

LOCAL ASSISTANCE 

 
REVISION DATE:  February 9, 2021  Page 32 of 171 

 

V ï 32 

 

for the following reassessment year.   

EXHIBIT 5.5 ï ñAssessorôs Narrativeò Tab 
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See Exhibit 5.5 - ñPage 1ò tab for the plan title page. 

EXHIBIT 5.5 ï ñPage 1ò Tab 

 

General terminology referenced in the plan is defined on the Page 4 tab, see Exhibit 5.5 ï ñPage 

4ò tab. 
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EXHIBIT 5.5 ï ñPage 4ò Tab 

 

A. Functions and Responsibilities 
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The primary functions and responsibilities are broken into two sections, one for real property and one 

for personal property, see Exhibit 5.5, ñPage 5 through Page 9ò tabs.  The key functions and a brief 

explanation of each function are provided.  A general statement of Assessor and/or Staff is 

acceptable in the comment column.    

  

 

 

The functions and responsibilities list the primary items in an assessment maintenance program.  

Individual counties may add items to fit individual needs.  Urban counties with a large number of 

staff may need to adjust the listing to reflect the specialized nature of its organization.  Rural counties 

with minimal staff may find the same position title listed many times, due to the more generalized 

responsibilities.  Changes can be made to the gray highlighted cells. 
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EXHIBIT 5.5 ï ñPage 5ò Tab 
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EXHIBIT 5.5 ï ñPage 6ò Tab 
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EXHIBIT 5.5 ï ñPage 7ò Tab 
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EXHIBIT 5.5 ï ñPage 8ò Tab 
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EXHIBIT 5.5 ï ñPage 9ò Tab 
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B. Charts and Reports 
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The section is simply a listing of the standard charts and reports, whose use has been recommended 

by the Commission for use in an assessment maintenance plan, see Exhibit 5.6, ñPage 10ò tab.  In 

completing this section of the plan, the assessor simply lists the date that the chart or report will be 

completed for the proposed plan. The reports are not required to be submitted to the State Tax 

Commission.  The reports should be available upon request at the jurisdiction.  If a chart or report is 

not to be utilized, the assessor lists ñNot to be Usedò on the blank provided for the specific item. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

EXHIBIT 5.6 ï ñPage 10ò Tab 
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